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1 INTRODUCTION 
 

1.1 External User Guide 
This user guide supports the FASS-PH Release 9.1.0.0 Asset Management implementation at 
HUD.  It provides information to facilitate the required electronic submission of Financial Data 
Schedules (FDS) and supplemental Data Collection Forms (DCF) under the Financial 
Assessment Subsystem for Public Housing Agencies.  It contains the following sections to 
guide the user in setting up for electronic submission, accessing the system, and electronically 
submitting financial data to HUD. 
 

 Introduction provides the purpose, benefits, and overview of the system. 

 Getting Started includes software and hardware requirements for using the system. 

  Accessing FASS-PH shows how to log into and exit from the system. 

 Common System Features discusses basic system features including page layout and 
links, and instructions for contacting the REAC Technical Assistance Center. 

 Creating Financial Submissions provides step-by-step instructions and guidelines for 
data entry.   

 Submitting Financial Data discusses the final steps in validating and electronically 
submitting financial data to HUD.   

 Deleting Financial Submissions shows how to delete unwanted draft and IPA review 
status submissions. 

 IPA Review Process provides Independent Public Accountants (IPA) and auditors with 
step-by step instructions for reviewing and verifying Public Housing Agency (PHA) data 
submissions. 

 Generating Reports includes instructions for generating and printing various types of 
reports. 

 Resubmitting Rejected / Invalidated Submissions explains how to create and submit 
a revised set of documents in case a submission was rejected. 

 Appendix A: Business Rules provides the financial data schedule and data collection 
form data item definitions and business rules.   

 

1.2 System Purpose 

The U.S. Department of Housing and Urban Development (HUD) created the Real Estate 
Assessment Center (PIH-REAC) to centralize and standardize the way HUD monitors and 
evaluates HUD developments and programs. 

 
PIH-REAC designed the Financial Assessment Subsystem for Public Housing (FASS-PH) to 
financially assess Public Housing Agencies (PHAs).  FASS-PH helps measure the financial 
condition of PHAs and assesses their ability to provide safe and decent housing.  FASS-PH 
also provides PIH-REAC with a complete database of the financial data of PHAs.  The system 
provides PHAs with the ability to submit financial information to PIH-REAC via a secure Internet 
connection. 
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1.3 System Environment 

FASS-PH is a secure web-based system accessible on the Internet for external users (such as 
PHAs and their agents) and on the HUD Web, HUDôs intranet, for internal users (HUD/PIH-
REAC users).   FASS-PH users include the following groups: 

 PHAs and their agents ï Public Housing Agencies responsible for submitting financial 
information to PIH-REAC/HUD for analysis.  This includes any employee or agent of the 
PHA delegated to submit financial data on behalf of the PHA, including independent 
public accountants (IPA), and fee accountants. 

 PIH-REAC and other HUD offices ï PIH-REAC users responsible for assessing PHAs 
and any other HUD users 

1.4 System Benefits 
FASS-PH is an easily accessible and efficient system for PHAs to submit financial information 
to HUD electronically, reducing administrative burdens for both PHAs and HUD.  This system: 
 

 Allows easy access for PHA users and their agents, and HUD users 

 Protects financial data in a secure system 

 Provides automated data entry formats 

 Provides immediate feedback on submission acceptability 

 Provides capability to print and save submitted data 

 Maintains electronic records 

 Allows electronic review of financial data 

 Ensures software version control  
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2 GETTING STARTED 

2.1 Software and Hardware Requirements 
 

The electronic submission of Financial Data Schedules and Data Collection Forms using the 
Financial Assessment Subsystem for PHAs (FASS-PH) requires computer resources and an 
Internet browser.  The optimum software and hardware resources are recommended for 
efficiency, although users can operate with the minimum required resources. 

2.1.1 Optimum Hardware Resources  

Processor: Pentium 4 or higher 
RAM: 2 GB or higher 
Modem: DSL or Cable 
Video card: 256kb or higher 
Free hard drive space:  75MB 

 

2.1.2 Optimum Software Resources 

Operating System: Windows XP SP2 or higher 
Standard Browser: Microsoft Internet Explorer

1
 7.0 with 128-bit encryption or higher 

PDF Reader: Adobe
2
 Acrobat Reader 4.05 or higher 

 

2.1.3 Minimum Hardware Resources 

Processor: Pentium II 
RAM: 512 MB 
Modem: 128kb 
Video card: 256kb 
Free hard drive space:  50MB 
 

2.1.4 Minimum Software Resources 

Operating System: Windows XP or higher 
Browser: Microsoft Internet Explorer3 6.0 SP1 with 128-bit encryption or higher 

PDF Reader: Adobe
4
 Acrobat Reader 4.05 or higher 

 

                                                      
1
  Copyright  Microsoft Corporation. 

2
  Copyright  2000 Adobe Systems Incorporated. 

All rights reserved.  Protected by the copyright laws of the United States and international treaties.  
3
  Copyright  Microsoft Internet Explorer Corporation. 

4
  Copyright  2000 Adobe Systems Incorporated. 

All rights reserved.  Protected by the copyright laws of the United States and international treaties. 

 



 

 

3.0 ACCESSING FASS-PH 

 



3.0 Accessing FASS-PH 

External User Manual 3-1 10/27/2009 

3 ACCESSING FASS-PH 

3.1 Authorized Users 
 
The Financial Assessment Subsystem (FASS-PH) is a secure, web-based system that contains 
sensitive financial and housing information.  Users must register for a secure HUD user ID.   
 
An Internet user can access FASS-PH only after registering for a user ID, receiving that user 
ID, and having the appropriate system rights assigned.  Further restrictions apply regarding 

system access for PHAs.  A user must be assigned to a PHA by the PHAôs system coordinator 
before the system will allow data entry and submission. 
 
There are two types of system users: Coordinators and Users.  The Coordinator serves as the 
PHAôs representative to perform system administration functions, such as controlling system 
access and assigning roles.  The User reviews and submits data to HUD. 
 
The Coordinator controls which Users have access to prepare, review, or submit data on behalf 
of the PHA.  A Coordinator is also responsible for forwarding all information that is received 
electronically from HUD to the PHAôs Executive Director.   
 
A User also registers to do business on behalf of the PHA.  The User, however, has no system 
access control.  A User depends on the Coordinator for the necessary access to prepare, 
review, or submit data. 
 
For details regarding obtaining and maintaining user IDs, please reference the WASS Secure 
Connection and Secure Systems Userôs Manual.  The document is posted to the PIH-REAC 
website at http://www.hud.gov/offices/reac/ind_usrgds.cfm 
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3.2 Logging On to the System 

 

Accessing the Financial Assessment Subsystem (External PHA/IPA Reviewer) 

 

The following steps demonstrate how to access the Financial Assessment Subsystem: 

 

Step 1:  Launch the Internet Explorer browser on your computer.   

 

Step 2:  Enter the following address in the Location/Go To field of the browser:  

http://www.hud.gov/offices/reac/ 

 

 

 

Step 3:  Press the Enter key on your keyboard.   

 

 

The following page ñReal 

Estate Assessment Center 

(REAC)ò appears: 

 

Step 4:  Single click on the 

Online Systems link located 
on the left column of the 
page.   

 

 

 

 

 

 

 

 

 

 

 

http://www.hud.gov/offices/reac/
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The ñOnline Systemsò page 
appears.   

This page displays 
information on HUD REAC 
Systems and is the Portal to 
HUD REAC Systems.   

 

 

 

Step 5:  To enter the FASS-
PH system, if you have a 
user ID and password, click 
on the  

Login here link, and 
continue to step 6.   
 
 

Otherwise, click on the Register online link and refer to the WASS Userôs Manual for 
instructions on registering.   
 

To reset your password, click the Password Reset link. 

 
 

Step 6:   After clicking the Login here link, the following Secure Systems Single Sign On ï  

User Login page appears: 
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Step 7:  Enter your user ID and password and single click             .  

 

 
The user ID is six characters.  The first character must be either an (upper 

case) ñMò or an ñI.ò  An example of a user ID is:  M12345. 

 

 
 
The Financial Assessment ï 
Secure Systems Legal 
Warning page is displayed.   
 
The link selections under the 
Systems Section will vary 
depending on the user ID.   
 
There will always be a 
FASPHA link if your User ID 
has FASS-PH access rights. 

  

 

 

 

 

Step 8:  Single click               .  The Secure Systems Main Menu page displays. 

 

 

Step 9:  Single click on the 

Financial Assessment 

Subsystem ï PHA 

(FASPHA) Link.  This will 
take you to the following 
page. 

 

 

 

 

 

 

Note
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Step 10:  Single click on the 

                           link.   

This will take you to the 
Financial Assessment 
Subsystem (FASS-PH) 
MENU page: 

 

 

 

 

 

 

 

 

 

Step 11:  Single click on  

 

 

ñFiscal year end on or after 

06/30/2008ò.  

 

 

This will take you to the first 
page of the FASS-PH 

system, called the External 

Inbox. 
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3.3 Exiting the System 
 

You can exit and return to FASS-PH at any time.  Because FASS-PH is a secure system 
containing sensitive public housing information, you should exit FASS-PH when leaving the 
computer.   
 

Step 1:  Save any changes on the current page using            . If error messages are displayed, 

you must correct the data and save the page again.  The page is successfully saved when no 
error messages display.  Do not re-click             while the system is processing.   
 

Step 2:  Most pages in the system have a top navigation bar.  If this is available, the preferred 

method of exiting the system is to click on the Logout link on the top navigation bar of the 

page: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following page will 
appear, confirming that you 
have successfully logged out 
of the system:  

 

If the top navigation bar is 
not available, click on the 
browserôs CLOSE        button 
in the top right corner of the 
page.  The FASS-PH 
application will close and the 
desktop will display. 
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3.4 Hints For Using The FASS-PH System 
 

Ć Only open one session at a time.  Multiple browser sessions may cause data corruption 
with FASS-PH submissions. 

Ć Do not mark any FASS-PH web pages as favorite.  Access the application via the PIH-
REAC Online Systems page. 

Ć Use only recommended browsers. 

Ć Do not use the browser Back or Forward buttons unless instructed. 

Ć Do not re-click             while the system is processing 
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4 COMMON SYSTEM FEATURES 

4.1 Standard Page Layout  
 
The system consists of data entry pages that allow authorized PHA users to enter financial 
information for submission to HUD.  Most of these pages follow a standard layout which 
contains navigation menus and information sections in the same location on each page, as 
shown in the example below: 
 
On most pages you will see: 

1. A gold navigation bar at the top of the page with standard links 
2. A blue navigation menu at the top left of the page 
3. PHA and Submission Information at the top center of the page 
4. An ñAdditional Informationò box at the top right of the page 

 
 
 
 
 
 
 
 
 
 
 

 

4.2 Inbox Page Layout  
 

The InBox is the Primary FASS-PH page.  Its layout is slightly different from the standard 
layout, as shown in the example below: 
 

This page has a navigation menu on the top left, under the title ñWork Itemsò.  Help and 

assistance links are at the bottom of the page, under the title ñResourcesò 
1. User Guide and System Documentation  can be accessed with a single click 
2. Technical Assistance Center link 
3. FASS-PH website link 
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Remember to save your work before leaving a page. To avoid losing work, use 

the underlined system links to move from page to page NOT the browser Back 

and Forward buttons (unless instructed otherwise). 

 
 

4.3 Printing Pages 
 
To print pages, use the browser Print          icon at the top of the page  
 
or  
 

select the File menu and select Print. 

 

 
 
 
 
 
 

4.4 Contacting the Technical Assistance Center 
If you have questions about using the FASS-PH system, you can contact the PIH-REAC 
Technical Assistance Center by phone or by email. 
 

4.4.1 By Phone 

You can call the REAC Technical Assistance Center with system questions toll-free Monday 

through Friday, 7:00 a.m. to 6:00 p.m., Eastern Time at 1-888-245-4860. 

 

4.4.2 By Email 

 
 
 
 
At the bottom of the 
FASS-PH page, click on 
the Technical Assistance 
Center.   
 
 
 
 
 

Note
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The PIH-REAC Technical 

Assistance Center (TAC)  
page displays.  Follow the 
instructions on the page.   
 
 
 
 
 
 
 
 
 
 

The Real Estate 

Assessment Center (REAC) 

Technical Assistance 

Center Submission page will 
display. 

 
 

 
Click in the blank fields to 
enter the information 
requested. 

 
 
 
 
 
 
 
 

Click on                 near the 
bottom of the page to send 
the question or comments to 
the REAC Technical 
Assistance Center. 
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5 CREATING FINANCIAL SUBMISSIONS 

The main purpose of the system is to create financial submissions in a secure and controlled 
manner.  The information below describes how to use the system to prepare Balance Sheets, 
Income Statements, Data Collection forms, etc. for each program and asset management 
project managed by your PHA.  One ñsubmissionò equals all of the required documents, 
Balance Sheets, Income Statements, Notes, DCF data etc. for your PHA in one fiscal reporting 
period. 
 

5.1 Inbox 
 

The log on procedures described in section 3 brought you to the Inbox, the first page of the 
FASS-PH system.  From this page, the major activities of the system are launched.   
 
 
The main activities initiated 
from this page are:  
 

Create Submission 

 

Delete Submission. 
 

You can also Link to the 

3/31/2008 and prior 

Submissions Inbox, which 
is an entirely separate 
program not covered in this 
manual. 
 

Whether you Create a new financial submission or modify an existing one depends on whether 
or not there is one already created that matches your criteria.   
To determine this: 

 Choose your PHA 

code from the drop-
down menu on the right 
of the page 

 Enter the Fiscal Year 

End data you want (or 
specify ñAllò and leave 
the year blank),  

 Set the Submission 

Type and Status to ñAllò 

 Press              .   
 
You may see a search result of ñNothing found to displayò as above . . .  
 


